DEPARTMENT OF ARCHIVES AND HISTORY
—— RECORDS MANAGEMENT prISiON

lNSTFIUCTIONS See Publication No. 76—-RM 1 for instructions on eompletmg thls form. Forward signed original to-

Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgsa 30334,
Attention: Scheduling Section,

APPLICATION FOR RECORDS RETENTION SCHEDULE I';F'CE OF THE SECRETARY OF STATE
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 FORAGENCYUSE |1, Agency Address _ | | R - FOR RECO“-Dé WN;G;'-E“} Usﬂh.,ﬁ
| Appiication Date ] - QFTICE OF COMPTROLLER GENERAL Application Number 8]
- FISCAL OFFICE
Fasication Nombor 720 WEST TOWER,200 PIEEMONT AVE o HSB = co%'mq:‘ N
ATLANTA_ GEO]?E_I_A 3033 APR 22 1983 | WAY 107983
2. I”;;;_o_n;o_ét;;l;:vrw B Wo;king T’tle - _ o Talephona Number N
__FRED_JOHNSTON mew%zw R _J:__;mi FISCAL OFFICER 656 2131

3. Action Requemd ) T e B e e i

a. & Estaousn Retention Schedule; :ecord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

c. 0 Amend Application No. . Check One: [0 Change; (3 Supercede: [J Void L
4. Dates of Series 5. Records Series Title (followed by title used in office; if different) | :
Earliest - Latest

AGENTS LICENSING DIVISION '
| 1980 | Present | BATCH SHEETS (BATCH SHEET VERIFICATION FILE)

6. Division W Offien Function What is the function of the Division and the Office in which this record series is created?

Scﬁ Ofg%ge receives and keeps records of revenue collections of the Fire
arshals ice, Insurance Department, and Industrial Loan Department. Also,

keeps the financial records of the general fund of the Comptroller Generals

Office, including payroll, travel expense blll? appropriations and budget
information.

7. Record SQ;ids DeseriptionA Thls file contains the followmg documents (mclude form nurnbers and trtles . if any):
Attach samples of the file,

Documents refating to:  RECEIVING AND VERIFYING FEES COLLECTED BY AGENTS LICENSING DIVISION.

Included are:

Form describing monies collected by Agents License, deposit number, valid- -

ation numbers and total amount of money collected for appllcatlons in
batch, and printout.

File is arranged:
By batch number.

\

8. Monthly Reference Rate How often ars recards referred to whichare: ~  « T T T
One to six months old _1__time ; Seven to twelve months oid —O .. Thirteen to twenty-four monthsold _Q__ ___; |
iwenty -five months and older____ O__ ? _ ,

9. Annual Rau of Accumulation of Rerords [ e ]
Letter-size drawers " Legal-size drawers -0 . ,Shelves_.Q _; Other (.qoec;fy) O e e
An_ggs?"jﬁ;,, B e e 7 rem

!ow) . oo T O OTrmTtTm /T v om




jYES | NO | 10 Ouestfonnalro _{Place an X" in the proper co!urf\n}
. lIs this the official copy of the series?

XL _Lngt.;v_her;LIs ¢ A R
b, Does the series oontam cot‘fldentlal mformatlon requiring security handhng? If yes, cite Iaw or regulatlon

————— - r——— ——— = [P PR —ar SN —

- e ey e e e S e e e e e e e R

| X

| _X | _e. Is this a vital record? . R S

X | d. Does this series have historicai or long term research value? |

¢. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

L ﬂ,documgnts be scheduled separateiv?. e S

| X | _f. Isthe mfnmanonmminammmnmuwr published? 1f ves. attach COOV. ]
X

— — - B e T s TR L T N

mm

9. Is the information containad in this series evar analyzed and/or recorded ina summarizod nport? L &
If ves. attach copy. e ]

h. Is there a duplication of this series in your ofﬂce or in another ofﬂce or agency?
_If ves. where2 _AGENTS LICENSING DIVISION -

X

_X | _i._lsthis series (or a maior portion of it} reqularly microfilmed? . . . oo
_i._Does the record series result in a comouter orintout?

11. Retention Requirements ‘.,_,The following requires the series to be kept:

a. State Law — e e e Y @S, d. Audit period I ' .1 {
b, Statute of limitation —_—— e JY@ATS. e. Administrative need " e — _]rt.,-,_._-..vears.
¢. Federal law — e, YB@FS, f. Federal retention instructions ... . _years.

#

Attach copy or excerpt of laws or regulations. Explain administrative need.
To correspond with Agents Licensing retention schedule 81-437— R

¥

e — s s e ——— e i — ——r et e e

' 12. Avoraved Dnspoiitlon Instructions This agencv reconﬁrhends that the file senes be cut otf at the end of each:

D Calendar Year; O Fiscal vear; (] Other e . —_then,

&) Hold in the current filesarea ______month(s) —_ 1. vear(s):thenOor until audit is complete.

O Transfer to iocal holding area, held o ... .. year(s); then
& Transfer to State Records Center;hold 3 .._ _year(s); then
&3 Destroy.

O Transfer to State Archives for permanent retention.
O Other (Specify)

-

These instructions apply to all prior and future accumulations of the series.
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| Ager ?cyHeadlDes nee (Sgnature) . ML% Date _Records | Mana ernent Oﬁmr (Stgnamre) Date
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Recommendations in para-

graph 12 are approved. - State Auditor/Designee

(If disspproved, attach letter e
of explanation.) @Er_g}aw qf_ Statg/Desig_ggq ]

Ag_qrpev General/Designeo
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